New Bankruptcy Case Opening

Click on Bankruptcy on the CM/ECF Main Menu Bar.

‘ F Bankruptcy +  Adversary + (Query + Reports + Utilities + Logout

Under Bankruptcy Events locate and click on Open BK Case.
Bankruptcy Events

Answer/BEesponse. .
Appeal

Claim Achions
Mscellanecus/Other
Iotions/Applications
Motices

Dpen BE Caze

Cipen Involuntary Case

Plan

File Claims

Creditor IMaintenance.
Judoe/Trustee Azsionment

Case Upload

Case type defaults to BK. Open New Bankruptcy Case

Case type m
Date filed defaults to today’s date. Date filed 10/28/2003
Chapter I?_;,
Select the proper chapter. Joint Petition [ -
Deficiencies ln_;l

Select Joint Petition — yes or no. Next| Crear |

Deficiencies — always leave at “n”.

If this is an Incomplete Petition, the Clerk’s Office will issue an
incomplete filing notice.

Click on the NEXT button.



Entering debtor and debtor attorney information:

Open New Bankruptcy Case

9.  Enter Debtor’'s SSN including dashes.

Example: 642-03-1945. e _—
Last/Business name li
10. Click on the Search button. _Search | Clear |

If the debtor is not found a message will appear stating “no
person found”. If the Debtor is found, please proceed to #13.

Search for a party
SSIV | TaxId |

Last/Business name I
Search | Clear |

Party search results
No person found. /

Create new pary |

11. Click on Create New Party button.

Party Information

Last name |MineIIiD First name ILisa
MMiddle name I Generation I Title I
SSN |B42—03—1945 222.11-1234 TaxID I

Office | Address 1 |1IJEI E. 715t Street

Address 2 | Address 3 I
City [Tulsa State [OK Zip [7a133

County ITulsa j Country I—

Phone l— Fax I—

E-mail |

ProSe Iﬂ Role |Debt0r(db:pty) j
Party text |

Submitl Cancel | Clearl

12. Begin entering debtor information
NOTE: Capitalization matters.
What you enter is what will be in the database
The Generation Box is for Jr. Sr., I, Il, 1ll, etc.
The Title Box is for Mr., Mrs., Dr., etc.
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13.

14.

Use the Mailing Address, City, State and Zip
Use the Residential County
A Zip code and county must be entered

If the debtor is found, a box will appear listing the debtor.

Search for a party

SSN I TaxId I
Last/Business name I

Search | Clearl

[Party search results

Minellio, Lisa

Select name from list | Create new party |

Click on the appropriate debtor name.

Verify address.
Click on Select name from list button.

Make corrections if necessary.

Qoo

Select the role type of debtor by clicking on the down arrow and
typing the letter “d”. Click on “debtor™”.
Party Information
Last name |Mine|li0 First name ILisa
MMiddle name I— Generation I— Title I—
SSI¥ [642-03-1945 | 222.11-1234 Tax ID I—

Office | Address 1 |1DS E. 715t Streat
Address 2 | Address 3 |
City [Tusa State [OK | Zip 133
Couty [Tes & Comny|
Phone l— Fax l—
E-mail |
ProSe lﬂ Role IDebtor(db:pty) j
Party text |
_lies.. | Review. | e b boton
Submit | Cancel | Clear |




15. Aliases:
If the debtor has aliases
- Click on the Alias button

Alias Information (Party Wfinellio, Lisa )

Last/Business name | Firstname  Middle name Generation| Role
’T“Minelliu ilLisa “Luu “ “ aka 7|
2|l I \l \l B
3l I \l \l B
4l I \l \l B
sl [ \l \l [
Addalisses | Clear | Click the Add atiases button to rebum ta the Farty sereen and submdt all information for this party.

- Enter the information
- Click on the Add Alias button when finished

16. To review the party information, click on the Review button.

[Review attorneys and aliases

Liza Minellis
Uhacheck fo remove from st
IAttorneys added:
MNone added.

\Aliases added:
¥ Minellio, Lisa Lou (aka)

Feturn to Party screen | Clear |

17. Click the Return to the Party screen button when you have
finished with the review.



18. Once all information has been entered, and is correct, click on
the Submit button.

Party Information

Lisa Minellio SSN:642-03-1943

Office | Address 1 |1 09 E. 715t Street

Address 2 | Address 3 |
City [Tulsa State [OK  Zip [74133

County |Tu|sa j Country I—

Phone I— Fax I—

E-mail |

ProSe Iﬂ Role |Debt0r(db:pty) j
Party text |

Submitl Cancel | Clearl

19. |Ifthere is ajoint debtor, please repeat steps 9 — 18.

20. A confirmation screen will appear with the county code of the
debtor.

Open New Bankruptcy Case

Diwisional Office 15 set to Tulsa based on the county code 40143 of the debtor

ﬂl Clear |

Entering statistics for the case:

Type of debtor W Tndiwidual [~ Corporation [T Partnership ™ Other
[ Railroad [ Stockbroker [T Commodity Broleer

Fee status IPaid 'I
Asset notice I Mo 'I

Nature of debtlconsumer "'I
Estimated number of creditors I 1-15 vl
Voluntary IVDIuntary vI

Estimated assets I $0-%50.000

Urigi.nlDriginaI j

Estimated debts | $0-$50.000

Date split/transfer I

Ll Lo

et Clear |




21.

22.

23.

24.

25.

26.

27.

28.

Click on the correct type of debtor.

Select the fee status “paid or installment”. Note: If this case is
being paid by installments, you must immediately file an
Application to Pay Filing Fees in Installments after Case
Opening is complete.

Select the correct nature of debt.

Select if the case is voluntary or an involuntary filing.
Select Original for origin.

Select the appropriate asset notice information.

- Chapter 7 — No

- Chapter 13— Yes

- Chapter 11 — Yes

- Chapter 12 — Yes

Select the appropriate amounts for the Estimated number of
creditors, assets and debts.

Click on the Next button.

Attaching the Petition

Note: The Petition package that you are attaching may include all
statements and schedules, or if filing a skeletal petition, include all
documents to be filed.

29.

Open New Bankruptcy Case

Select the pdf document (for example: CH199cwd01-2Xpdf).
Filename

| Browse. .. |

IAttachments to Document: ©* Mo © Yes

ﬂl Clear |

Browse to the appropriate drive and folder.
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30.

31.

32.

33.

34.

35.

36.

Locate the appropriate document and right click.

Left click on Open.
View the document to ensure this is the proper pleading.

Click on the File Close button in the upper right-hand corner of

Adobe Acrobat. iolxi
=& =

Left click on the Open button in the Browse dialog box.
If needed, minimize Adobe Acrobat to see the Browse dialog.

Lok | 3§ Caue Upload ] = By Eae
P 2 Pl catt
i- e B
| [hebioe Tt

= | Clabimrl et i
FETITEIN FEIF

Fis pame: [FeTITION FOF | e
T - PR P | Caned

Select “No” or “Yes” on the Attachments to Document radio
button — default is “No”.

Open New Bankruptcy Case

=elect the pdf document (for example: CA198cv301-21 pdf).
Filename

IF:\Intracoun‘\CMECF\TestPIeadings‘-,C Browse... |
iAttachments to Document: * Mo © Yes

M Clear |

Click on the Next button.



Filing fee:

37. Defaults to full payment. If paying in installments, enter the
amount being paid initially.

Open New Bankruptcy Case

The filing fee for a Chapter 7 Petition is shown below. If you intend to pay in installments, you must specify the amount being paid in the box, and submit an Application to Pay Filing Fees in
[nstallments concurrent with the filing of the petition. If no payment is to be paid with this filing, enter 0.0.

(Otherwise, the full fee as shown helowwill be charged to your credit card.

[Fee: $200

M Clear

38. Click on the Next button.
39. Click on the Next button.
Reviewing docket text:

40. Review your docket text. This will be the final opportunity you
have to make corrections, so be careful.

Open New Bankruptcy Case

Docket Text: Final Text
Chapter 7 Voluntary Petition. Fee Amount $200. Filed by Andrea Redmon on behalf of Lisa Minellio. {(Redmon, Andrea)

Attention!! Submitting this screen commits this transaction. You will have no further opportunity to modify this submission if you continue.

et Clear |

41. If you need to make corrections click on the Back button
located at the top of the screen or start over by clicking on
Bankruptcy in your main menu bar.

= Back EE F Bankruptcy -

42. If you don’t need to make corrections, click on the Next button.




Notice of Bankruptcy Case Filing:

43. The Notice of Bankruptcy Case Filing will appear.

Open New Bankruptcy Case
U.5. Bankruptey Court [TRATN]
Northern District of Ollahoma

Heotice of Banlruptey Case Filing

The following transaction was recetved from Eedmon, Andrea entered on TO/2E/2003 at 1.59 PR CET and filed on 10/23/2003
Case Name: Liza Minellio

Case Iumber: 03-1129%2

Document Number: 1

Docket Text:
Chapter 7 Voluntary Petition. Fee Amount $200. Filed by Andrea Redmon on behalf of Lisa Iinellio. (Redmon, Andrea)

The following document(s) are associated with this transaction:

Document description:Ivain Document

Original filename: F\Intracout CWECF\Test Pleadings\Caze Tpload PETTIION PDF
Electronic document Stamp:

[STAMP bkecfStamp ID=1052166465 [Date=10/28/2003] [FleMNumber=16769-0]

[e2acbbd149aab 6626857516360 10a%a%57d%d1b4211 2febdb 1884f58 12081993
0a48f3ckc0eb65073110f4579a2794 edBeMabcdBbefeefeaclc 5287 1f]]

03-11292 Notice will be electronically mailed to:
Andrea Bedmon  andrea redmon(@olnb uscourts. gov

03-11292 Notice will not be electronically mailed to:

- To view the docket sheet, click on the case number
(highlighted in blue) and click on the Run Report button
at the bottom of the screen.

- To view the Notice of Bankruptcy Case Filing, click on the
blue hyperlink at the top of the screen.



Uploading a List of Creditors

Note: To upload a list of creditors into the CM/ECF system, the list
needs to be saved as a .txt file.

45. Click on Bankruptcy

= (: ~
UE F Bankruptcy «  Adversary + Query + Reports -« Utilities + Logout o_

46. Click on Creditor Maintenance
[Bankruptcy Events

AnswerFResponse.
Appeal

Claim Actions
Mizcellane ous/Other
Mlotions/&pplications
Hotices

Cpen BE Case

Open Involuntary Case
Flan
File Claims

Creditor Waintenance
JudgeTrustee Assionment
Cage Upload

47. Click on Upload a creditor list file.

Creditor Maintenance

Enter tricindual creditors /
Tpload a creditor list file

48. Enter the case number or verify case number.
Creditor Processing - Upload a File Method

Case Number

0311292 00.12345, 1 99-bk-12345 ¢ 1-90-hlk-17345

R [=F | Clear |

49. Click on the Next button.
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50. Browse to the appropriate drive and folder.

51. Locate the appropriate document and right click.

52. Leftclick on Open.

53. View the document to ensure this is the proper list of creditors.
54. Click on the File Close button.

55. Click on the Next button.

56. Confirmation screen will appear.
Add Creditor(s])

Total Creditors Entered 14

Submit |

57. Click on the Submit button.
Judge/Trustee Assignment:

58. To assign a Judge/Trustee, click on Bankruptcy on the
CM/ECF Main MenuBar.

EE F Bankruptcy +  Adversary + [COuery ¢ Reports « Utilities +« Logout ?

59. Click on Judge/Trustee Assignment

Bankruptcy Events

AnswenFesponse..
Appeal

Claitn Actions
Mliscellaneous/Other
Ilotions/Applications
Motices

Cpen BE Case

Open Involintary Case
DPlan

File Claitns /
JudgeTrustee Assigme

Crediter Mamtenance. ..
Case Upload
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60. A confirmation screen will appear.

Case

‘ Case ‘ Title ‘ Chapter 341 Meeting ‘ Judge Name ‘ Trustee Name
Lisa First Meeting of Creditors and Motice of Appomtment of Interim Trustee Karen Carden Walsh. 341(a) meeting
3-11291 Minelio 7 to be held on 12/01/2003 at 0900 AW i Eeom B04. Objections to Discharge due by 01/30/2004. (Eedmon,  Rasure Danal.. YWalch KarenCarden
Andrea)

12



